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1. Pergonnel "ilas - individuel perscnnel file folders, srranged slpha=
tetically, on each individual oecupying en Hi4 = T/0 slet, with milie
tary persormel faterfiled in the same drawers. In eddition to these
files an steff explayess, separate files are kept on staff agents and
contract agents. ‘

2. Pomition Inven Eecord « This record is kept on Stamdsrd Tore Xo. 7
rather than OFeib. Gards are meinteiued on sversy 1/0 poeitien, beth
headquarders and field, end sre tabied to indicate:

a. Positions yhich sre double slotted
be Togitions wiieh are vmesnt
¢. £igtioms in Procegs
de “ositions for which aprlicente are teing considered
es Tositions on field T/0's filled by headguarters versongel
fo Fositions on “ruject T/ te
3. Cable Tog = log of perscnael crolee rece’ ved and dighatehed.

be Diepateh File - 3x% card file indicating disposition of dispetches
recelved,

Se¢ ZBC ile ‘gcztor lard - 3x card sontrol record of offieisd nergonnel
file folders withdrewn from 4 arg subgequent disposition of file.

6o troup .igmplinlizasion ayment Lecord - 3% asri record of raymente,

7e Personnel ‘ction fontrol = & 2x% card filed slvhetetienlly by nowe and
indicating status of vereonnel setlions in process.

¥R leg - a mecorendum record of Tersonne! fvelustion herorte snowing ine
dividuel office of action . v due date of report.

e Cersonnel debom Mruno - cortes of verscanel asction requests In nrocessg 1
filed in chronolecical sequence. (Topy of SF=52 or ‘sesivils) ;

1We Toestor File = ‘arms 37-f, howe sddracs sod nevt of kin carde prenared
ty Machines “e-arde.
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11. locs Filg = same as 10 exeept that thie file is a mamally prepared
duplieate for the convenisnce of the individual who maintains it.

13, T/0 “ecord Book = Typewr: tten liste of T/0 pesitions and lncumibsnts filed
n ng btinders. Chenges ar» wade manually in pen or vemcil. Three
cozies of this ook are meintained ~ one in ffice, Chief of idmin.
and two copies in “ersonnel “action.

1L. “hromolopgicsl Filesg « fhers sre #ix types of chrone f1les meintsined,
These 2ret

8. Pink coples of personnel coules fled cirenelesies! by hwaneh
affected.

be Pink covies of personmue’ disputeues Tilsd by Zranch concerued,.

ce Hlue couier of ontyoing dispatches end memorscds [led in
ehronological order in one eonsolidsied file foloer.

de Tipk eoplep of sutguing meorands perteinling to treining m%en;
es Pink popiem of Cabtles on irsining metiers,
fo Pink coplem of Hapstches on =!litery personne’ mstters.

15« “hysiesl “ecurlty lecords -

s« (urrent HKoster of Seeurity ffiecers swsipned.

Be On o)l duty &fficere rocter snd on cell list.

ce Copfag of memurands relsting to sncurity vielations.

16,

17« Pgpeudo snd True Home file - ¢ thrze part zvetem ofs

2. one pet of corie showing trus rane and pgeudo mamber Tiled
mmericallye

be one set of cards rhowing pseudo and mamber filed slphsbsticslly,
ﬂm,

ce looseleal binder listing true nwmes alphpbetically with
purter of peeudo cord,
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18, Training Recuest 7'ile ~ copies of a'] training requesis concerning i
personnel in trtiﬁzhg when courge lg completed, cony ross to
findividual sersonnel f£ile foldere.

19« Tontrect Ppemt File = 3x5 eard in pseudomym filed slphabeticelly indie
cating length of contraot, typs of spemt (PP, F1, etc.) branch snd

case o7ficer.
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